
How to Reconcile 

Creditors



Step 1:

Compare the Closing balance between the Aged Payable Summary and the 

balance in Balance Sheet



Step 2: 

If  its matched export the Aged Payable Summary and give it as work paper.

• Aged Payable Summary in Xero



• Aged Payable Summary in MYOB



Step 3:

If  Not Matched, Check the opening balance of  Trade creditors with the prior year 

signed financials.

• Prior year Aged payable report• Prior year Signed financials Balance sheet



Step 4: 

In case the opening balance does not match with the prior year signed 

financials, inform your client.

Step 5:

If  the opening balance matched with the signed financials, check the 

current year transactions whether any statutory payments or manual 

journals passed in the current year. 



Step 6: Reallocate the Statutory payment and manual journal to 

the respective account.

Step 7: Now the Trade creditors balance in Balance sheet is 

matched with the balance in Aged Payable Summary.



Additional Points: 

In Xero, there is no way to pass the manual journal and allocate 

the bank transactions in Trade creditor.

In Myob and QuickBooks we can pass the manual journals and 

allocate the bank transactions in the trade creditors and Aged payables.


